From: 0O365eBusReqs

Sent: Monday, August 28, 2017 8:16 AM

To: Ragon, Derek; Townsend, MarkS; Shyu, Maggy

Cc: Martin, John; Moore, Gary; Townsend, MarkS; Shyu, Maggy
Subject: Creation of Shared Mailbox crecre@epa.gov
Attachments: SharedMailbox_att.zip

Your shared mailbox and security group have been created. The security group is used to control access to the shared
mailbox. Use the attachments to connect and manage the mailbox and security group. Thanks!

Adam Cummings

0365 Administrator, US EPA-End User Services

Tel: Desk (919) 541-4664 Cell (919) 257 0797

Email: Cummings.Adam@epa.gov | acummings@usepa.onmicrosoft.com
ECS-Federal.Com
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Adding/Removing Mailboxes Outlook

1. Goto File

2. Select Account Settings/Account Settings

Account and Social

Change settings for this accou
connections,

Access this account on th

P, 3
[ Account Settings... I
@S5 Add and remeve accounts or p!
change existing connection settings.

= ® Sacial Network Accounts
3. Double click the email Account

Account Settings x|
E-mail Accounts
You can add or remaove an account. You can select an account and change its settings.

Emai | Data Fies | RSS Feeds | Sharefoint Lists | Internet Calendars | Address Books

Selected e-mail account delivers new e-mail messages to the following location:

Keith Sosebee\Inbox
in data file C:\Usersksosebee \AppDatailocal Microsoft\Outiook Youtlook. st

4. Select More Settings
X

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsaft Exchange server, For information, see your system
administrator.

Microsoft Exchange server: [I35a5 8 1h-f0etaeadbea Puseps nmierosoRicon

[¥ Use Cached Exchange Mode

Type the name of the maibox set up for you by your administrator. The mailbox name
is usually your user name.

User Name: Chieck Blame

More Settings ...

< Back I Mext > I Cancel I




5. Click on the Advanced Tab and Select add or Remove. Type the name of the mailbox in the open
field.

6. Click OK

1|

"General Advanced |Secutity| Connection | Remote Mail I

Open these additional mailboxes:

| Remove |

[~ Cached Exchange Mode Settings
¥ Use Cached Exchange Mode
™ Download shared folders (exdudes mail folders)
[~ Download Public Folder Favorites

~Mailbox Mode
Outlock is running in Unicode mode against Microsoft

Exchange.
Offline Folder File Settings... |

oK | Cancel | Apply |

7. Click Next

Change E-mail Account [i x|

Microsoft Exchange Settings
You can enter the required information to connect to Microsoft Exchange.

Type the name of your Microsoft Exchange server. For information, see your system
administrator.

Microsoft Exchange server: |1-4ba3-b51b-fle6aea4564b Busepa.onmigrosoft.com

[¥ Use Cached Exchange Mode

Type the name of the maibox set up for you by your administrator. The mailbox name
is usually your user name.

User Name: Check Marme

< Baclc




8. Click Finish. You will now see the mailbox on the left side under your mailbox.

Change E-mail Account ﬁr

Congratulations!

You have successfully entered all the information required to setup yvour
account.

To dose the wizard, dick Finish.

= Bach




Managing Groups in OWA

Browse to https://outlook.com/epa.gov in IE

Once you authenticate there it will bring you to your own mailbox

Under your name in the top right hand corner there will be a gear or cog to the right next to your
name. Select Options.

Look to the left of the page, and select groups. You will see groups you are a member of, and
groups that you own (or can edit members). Select the pencil to edit members of a group that you
own.
options distribution groups
A distribution group is a collection of two or more people in an organization's shared address book. You can create groups,

which will appear in the address book for others to use, Group owners can restrict membership. You can also join or leave
an existing group.

distribution groups | belong to distribution groups | own
groups
site mailboxes £ % 8 g + £ T 2
settings : i — I —
‘ Display name 4 | Email address ‘ Display name 4 | Email address
pgEe TEST 1 TEST_1@epa.gov TEST 1 TEST_ 1@epa.gov

block or allow


https://outlook.com/epa.gov

Managing Groups in OWA

On the following page, you can either select ownership or membership. Owners can also edit
groups, but do not receive email. If you want both options, you will need to add to both.

Plus will add and minus will remove.

Note: It is best to keep ownership to a minimum. The more owners there are, the more chances
there are for issues.

TEST_1

general Membiers:
ownership » il
Members of your group

» membership
membership approval

delivery management

message approval



Managing Mailboxes in OWA

e Browse to https://outlook.com/epa.gov in IE.

e Once you authenticate there it will bring you to your own mailbox.

e Under your name in the top right hand corner there will be a drop down arrow next to your name.
e Select this and choose to “open another mailbox”

Your Name Here

Youremailaddress@epa.gov

change
Available
& Busy
= Do not disturb
Be right back
Appear away
Sign out of IM
About me

Open another mailbox...

Sign out

e Browse for the mailbox name and select open.

open another mailbox

| epa_ingui

cancel

e You'll now be in the shared mailbox.
e Look for “options” on the top right hand side and select that, then “see more options”.

e Inthis page you'll see a list of topics off to the left hand side. Selecting them will give you other
setting options for particular functions in the mailbox.

You can browse through them and setup options for you shared mailbox.

How to send as:

When you create a new email message, go to the “options” tab and look for show “FROM:” and that will

add the “From:” line to your email. Browse the gal for the mailbox and add it to the “from:” line. That

email will now be sent as that mailbox.


https://outlook.com/epa.gov
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